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Instructions to Viewers
*To advance quickly through  files, click on the button that displays both [bookmarks & page], this should be the 3rd button on left within the acrobat toolbar for most users.  To go back to the [page only] display re-click on 2nd button on left of same toolbar.

*Additionally, the 'Topics' page is Hotlinked to the referenced pages.  Move your mouse cursor over the each selection on page.   When cursor changes from a 'open hand' to a 'pointing finger' click mouse button to move directly to that slide location.

*Use arrow buttons on toolbar, or scrollbar on right of window to further navigate.


I ntroduction

The purpose of this information is to familiarize the buyer
with the electronic buyer update system. This system allows
the buyer to update their workload information online. The
update information is reported weekly in the “Buyer Status
Report”. A copy of this report is distributed to the buyer
and Department Heads each week. Failure to update
information regarding open Procurement Request (PR) can
result in on time actions appearing to be late. Actions that
are actually late can be explained by updating Interim PR
milestones.

If you find that this information is insufficient for your
needs and you need more information, contact Kathy
Blevins, 544-0382.
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LOG ON

DDS
STEPS:
1. On the Desktop, double click on the DDS folder.
2. Doubleclick on the Host folder.
3. Doubleclick on the IBM 3090 Hosts folder.
4. Drag icon over to desktop for short to the M1S3090.
5. Doubleclick on the M1S3090 icon. Thiswill initiate
the log on processinto the IBM 3090.
6. Now you may choose which application you need to log

onto. Arrow down to whereyour cursor ison the
underline by PROMIS.

7. Hit <ENTER>. Thiswill get you directly into
PROMIS.

Actions Options Conmmands Features Help
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Sel ect sessions with a "/" or an action code. More: +
Session |ID Host Application Description St at us

Aut omat ed Procurenent Sys
Aut omat ed Travel Voucher
Computer Utilization Sys
Drawi ng Rel ease System
MSFC Acc & Res Tracking
NASA Equi prent Mgt System
NASA Payrol | Personnel Sy
NASA Supply Mgt System
Procurenent Mgt. Info. Sys
Tine & Distribution Sys

M S
M S
M S
M S
M S
M S
M S
M S
M S
M S

Command ===> MSF1/ MD2TN188
Enter Fl=Help F3=Exit F5=Refresh F8=Fwd F9=Retrieve F10=Action




SECURITY

ACCESSING PR’S

Pl SUD10M PROM S SECURI TY | NQUI RY 08/30/1999 09: 17AM

USER I D: DOEXXJS_ NAME (FM.): Jane DOE BUYER CODE: 22-X

DEFAULT PRI NTER 1D 4712_A112_A PRI NTER NODE: MSFC- PRT1_
OFFI CE SYMBOL: PS22 PHONE NUMBER: ( 256 ) 544 - 1111

(NOTE: MODE VALUES ARE 1=READ 2=UPDATE 3=MANAGER)

ACCESS/ MODE DESC ACCESS/ MODE DESC ACCESS/ MODE DESC
BTCH 1 BATCH MENU PRCL 1 PR CLOSED
BYER 1 BUYER UPDATE PROP 1 PR OPEN

CON MOD CLOSED QURY 1 QUERY MENU

cowwobl TY/ FA SCRT 1 SECURI TY

CON MOD OPEN SECR 1 SECURI TY MENU

CONTRACT CLOSED SOLC 1 SCLI Cl TATI ONS

CONTRACT OPEN SPVR 2 SUPERVI SOR MENU

HI STORY UPDT 2 UPDATE MENU

I NQUI RY MENU VEND 1 VENDOR

PR PLAN 22-X 2

PO CLOSED

PO OPEN

PP TPA CODES

1
1
1
1
1
1
1
1
1
1
1
1
1

i

DI SEL: U (DI =DETAI L, ENTER=MORE, ?=HELP, PF3=MENU, " PF4=KEY, EQUIT

Anyone who has accessto PROMIS may review most of
the data contained in the system.



UPDATING PR’s

Accessisgranted based on internal PROMI S security.

Pl SUD10M PROM S SECURI TY | NQUI RY 08/30/1999 09: 31AM

USER I D: DOEXXJS_ NAME (FM.): Jane DOE BUYER CODE: 22-X
DEFAULT PRINTER I D: 4712_A112_A PRI NTER NODE: MSFC- PRT1_
OFFI CE SYMBOL: PS22 PHONE NUMBER: ( 256 ) 544 - 1111

(NOTE: MODE VALUES ARE 1=READ 2=UPDATE 3=MANAGER)
ACCESS/ MODE DESC ACCESS/ MODE DESC ACCESS/ MODE DESC

BTCH 1 BATCH MENU PRCL 1 PR CLOSED

BUYER UPDATE PROP 1 PR OPEN

CON MOD CLOSED QURY 1 QUERY MENU

cowwobl TY/ FA SCRT 1 SECURI TY

CON MOD OPEN SECR 1 SECURI TY MENU

CONTRACT CLOSED SOLC 1 SCLI Cl TATI ONS

CONTRACT OPEN SPVR 2 SUPERVI SOR MENU

HI STORY UPDT 2 UPDATE MENU

I NQUI RY MENU VEND 1 VENDOR

PR PLAN

PO OPEN
PP TPA CODES

MODE: SI SEL: U (DI =DETAI L, ENTER=MORE, ?=HELP, PF3=MENU, TPF4=KEY, Q=QUIT

22-A would have update privilegesfor any PR’sassigned to
22-A.

22** would have update privilegesfor any PR’sin Group
22.

2*** would have update privilegesfor any PR’swithin
Group 2.

**** may update any PR in the system.



LOCKOUTS
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ACCESS HAS BEEN DENI ED BY THE PROCURENENT OFFI CE
REPORTI NG |'S | N PROCESS & UPDATI NG |'S NOT ALLOAED
(USUALLY ON FRI DAYS & THE LAST WORKI NG DAY OF THE MONTH)
YOU ARE NOT AUTHORI ZED FOR THI'S FUNCTI ON

FOR | NFORMATI ON CONTACT RI CK GLOVER PS14 EXT: 4-0288

(H T ENTER FOR MENU)

* % % % % % % % % % % % % % % % % *x % % % % *x *x *x *x *x *x *x *x *x *x *x * * * *

*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*
*

L R I T T R R R RN

NOTE:

See explanation on this screen.

PrOMISislocked out on Fridays and the last working day
of the month. If you receive this message any other time,
contact Rick Glover at 4-0288.



INQUIRY SYSTEM

Overview

*** PROCUREMENT MANAGEMENT | NFORMATI ON SYSTEM * * *
PI MJOOOI ALLI SPS  ALLI SON PS 08/30/1999 11:09

DESCRI PTI ON DESCRI PTI ON

PLANNED PROCUREMENTS
PROCUREMENT REQUEST OPEN
PROCUREMENT REQUEST CLOSED
PROCUREMENT REQUEST STATUS
CONTRACT OPEN

CONTRACT CLOSED

CONTRACT MOD OPEN

CONTRACT MOD CLOSED
PURCHASE ORDER OPEN
PURCHASE ORDER CLOSED

PR/ CONTRACT/ PO HI STORY
CONTRACT/ PURCHASE ORDER STATUS

= VENDORS (BY NAME OR AWARDS)
VENDOR PROFI LE

CREDI T CARD VENDOR LOOKUP
VENDOR SOURCES

SOLI CI TATI ONS

BUYER/ MANAGER CODES

COMWODI TY CODES

TPA CODES

SECURI TY

DOCUMENTATI ON

SUPAR (UNI LATERAL ACTI ONS)
F. O B. FOR OPEN PURCHASE ORDERS

A
B
C
D
E
F
G
H
|
J
K
L

Xs<cHwowOUTOZZ!
L L 1 B VA T A

MODE: ?_
SEL: _

MODE: SI SIMPLE INQ LI LIST INQ DI DETAIL INQ LP LIST PRINT, DP DETAIL PRI NT
BU BUYER UPDATE, QU ORI G UPDATE, Q QUIT (? HELP, F2 MENU, F11 LOGOFF)

Help isavailable on all screensby placinga“?” in thefirst
position of mode and hitting <ENTER>.,

The PrOMISInquiry System was designed asa user friendly
system for buyers/contract specialist and reporting personnel
to use for obtaining information from the PrOM IS database.
Thissystem allows for updating by the individual

buyer s/contract specialist. Thisscreen isthe Main Menu for
using this system.



Pl MJOOOI PROM S HELP SCREEN 08/ 30/ 1999 14: 55
MODE SELECTI ON

Sl (S| MPLE- | NQUI RY)
ALLOWS | NQUIRY OF A SINGLE RECORD. SUCH AS; PR (DCN) & SUP NUMBERS FOR PR
SELECTI ONS, PO NUMBER FOR PO SELECTI ONS, ETC... ONE RECORD PER SCREEN IS
DI SPLAYED.
(LI ST-1 NQUI RY)
ALLOWS | NQUI RY BY A SELECTED NUMBER OF FI ELDS | NCLUDI NG RANGES OF DATA.
ALSO, ALLOWS SELECTI ON OF FI ELDS TO BE DI SPLAYED. (NOTE: THE NUMBER OF
FIELDS |'S LIM TED TO THE NUVBER THAT WLL FIT ON 1 LINE). DEFAULT FIELDS
ARE PROVI DED. MULTI PLE RECORDS PER SCREEN ARE DI SPLAYED.
( DETAI L- | NQUI RY)
ALLOWS | NQUI RY BY A SELECTED NUMBER OF FI ELDS | NCLUDI NG RANGES OF DATA.
DI SPLAY FI ELD SELECTI ON | S ALLOAED PROVI DI NG THE CAPABI LI TY OF SW TCHI NG
TO MODE 'LI' (SEE ABOVE). ONE RECORD PER SCREEN |'S DI SPLAYED.

BU ( BUYER- UPDATE) ALLOWS UPDATE OF PR TRACKI NG, PR DESCRI PTI ON, AND ESTI MATED
AMOUNT FOR OPEN PR S.

LP (LI ST-PRINT) ALLOAS BATCH PRI NTING OF 'LI' OPTI ON

DP (DETAI L- PRI NT) ALLOWS BATCH PRI NTING OF 'DI' OPTI ON

? (HELP) AVAI LABLE PER SCREEN

Q (QUIT) RETURNS TO I NQUI RY MENU

( F2 FETCH THE | NQUI RY MENU, F10 FETCH THE DI RECTORY MENU, F11 LOGOFF )

Thisisthe PrOMISHep (?) screen. It describes each mode
availablefor inquiriesand to update data. After viewingthe
help screen, hitting <ENTER> will return to the screen where
help was initiated.



The following modes are available for viewing and updating
information that goesinto the Buyer Status Report.

M ode;

Sl — Simple Inquiry isused when you know the document
control number (ex. purchase order, contract and purchase
request numbers). The Sl Modeisa*“view only” mode.

L1 —List Inquiry allows a selection criteria and specification
of elementsto belisted with multiple records per screen.
The Ll Modeisused when you need infor mation listed by
certain criteria such asbuyer code, TPA, expiring funds.
ThelLl Modeisa“view only” mode.

DI —Detail Inquiry allows a selection criteria and displays
onerecord per screen but all data elements shown. The DI
Modeisa*view only” mode.

The modes may be switched at any point in theinquiry,
from LI to DI to Sl to view data. The mode can be switched
to update by using BU.

Placinga“P” in thelast position of mode will print areport
(either detail or list) of theinquiry. For instance, printing a
list would be L P.

On alist print (LP), the detail lineisexpanded from 80
charactersto 132.



DIRECT BUYER UPDATE

*** PROCUREMENT MANAGEMENT | NFORMATI ON SYSTEM * * *
ALLI SPS  ALLI SON PS 08/30/1999 12:57

DESCRI PTI ON DESCRI PTI ON

PLANNED PROCUREMENTS
PROCUREMENT REQUEST OPEN
PROCUREMENT REQUEST CLOSED
PROCUREMENT REQUEST STATUS
CONTRACT OPEN

CONTRACT CLOSED

CONTRACT MOD OPEN

CONTRACT MOD CLOSED
PURCHASE ORDER OPEN
PURCHASE ORDER CLOSED

PR/ CONTRACT/ PO HI STORY
CONTRACT/ PURCHASE ORDER STATUS

VENDORS (BY NAME OR AWARDS)
VENDOR PROFI LE

CREDI T CARD VENDOR LOOKUP
VENDOR SOURCES

SOLI CI TATI ONS

BUYER/ MANAGER CODES

COMWODI TY CODES

TPA CODES

SECURI TY

DOCUMENTATI ON

SUPAR (UNI LATERAL ACTI ONS)
F. O B. FOR OPEN PURCHASE ORDERS

A
B
C
D
E
F
G
H
|
J
K
L

XS<CHOWDOTVOZZ

MODE: BU
SEL: B

MODE: SI SIMPLE INQ LI LIST INQ DI DETAIL INQ LP LIST PRINT, DP DETAIL PRI NT
BU BUYER UPDATE, QU ORI G UPDATE, Q QUIT (? HELP, F2 MENU, F11 LOGOFF)

In this mode the buyer can actually update infor mation

STEPS:
1. enter MODE: <BU> SEL <B> <ENTER> to get to the next

screen where you can enter the Procurement Request
number for updating.

10



08/30/1999 01: 03PM PROM S PR OPEN Pl SB010I

ENTER PR #: 111111111 SUP #: __ : MODE: BU SEL: B (MODE: ?=HELP, Q=QUI T)

STEPS:

1. Enter the Procurement Request number <ENTER>. This
will take you to the buyer update screen.

11



08/ 30/ 1999 01: 05PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0000
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I'NC FUND: _
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG

CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O

LEAD TI ME: 0 AGE: 0 M DRANGE DI SP: _ _
LAST UPDT: 8/30/1999 13:03 ALLISPS

SYN REL DT: EST SOL REL DT:

- ACCOUNTI NG CODE ---- EXP FNDS

TOTAL CMID $: .
EST $: 000000000000. 00

~- M LESTONE -- RESCHD * ACTUAL STEP DATE - DESCRI PTI ON

. PROC PKG CMPL -

. SOLICIT I SSUE

. PROPOSAL RCVD

. TECH EVAL

. PRI CI NG RPT

. NEGOTI ATED

. AWARD -

| LBO60I MODE: BU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

1. Thisscreen iswherethe buyer can make changesto
information regarding a particular Procurement Request.

Thesefields are discussed on page 26 of thisdocument. Also,
refer tothe PS-OWI-3 for mor e information.

12



08/ 30/ 1999 01: 05PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0000
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I'NC FUND: _
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP:
LAST UPDT: 8/30/1999 13:03 ALLISPS
SYN REL DT: EST SOL REL DT:
--- ACCOUNTI NG CODE ---- EXP FNDS

1.
2.
3

TOTAL CMID $: .
EST $: 000000000000. 00

-- MLESTONE -- SCHED RESCHD * ACTUAL STEP DATE - DESCRI PTI ON-

1. PROC PKG CWPL

2. SOLICIT I SSUE

3. PROPCSAL RCVD

4. TECH EVAL

5

6

7

P

PRI CI NG RPT
NEGOT| ATED
. AWARD -
| LBO60I MODE: QU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

STEPS:

1. Toreturn tothe main menu from this screen, enter <Q>in
mode and hit <ENTER>.

13



UPDATE FROM SIMPLE INQUIRY

*** PROCUREMENT MANAGEMENT | NFORMATI ON SYSTEM * * *
ALLI SPS  ALLI SON PS 08/30/1999 13:12

DESCRI PTI ON SEL DESCRI PTI ON
PLANNED PROCUREMENTS
PROCUREMENT REQUEST OPEN
PROCUREMENT REQUEST CLOSED
PROCUREMENT REQUEST STATUS
CONTRACT OPEN
CONTRACT CLOSED
CONTRACT MOD OPEN
CONTRACT MOD CLOSED
PURCHASE ORDER OPEN
PURCHASE ORDER CLOSED
PR/ CONTRACT/ PO HI STORY
CONTRACT/ PURCHASE ORDER STATUS

= VENDORS (BY NAME OR AWARDS)
VENDOR PROFI LE

CREDI T CARD VENDOR LOOKUP
VENDOR SOURCES

SCOLI CI TATI ONS

BUYER/ MANAGER CODES

COMWODI TY CODES

TPA CODES

SECURI TY

DOCUMENTATI ON

SUPAR (UNI LATERAL ACTI ONS)
F. O B. FOR OPEN PURCHASE ORDERS

A
B
C
D
E
F
G
H
|
J
K
L

><§<C—|(n;UrO'UOZ§
[ T T T T T R TR TR T

MODE: Sl
SEL: B

MODE: SI SIMPLE INQ LI LIST INQ DI DETAIL INQ LP LIST PRINT, DP DETAIL PRI NT
BU BUYER UPDATE, QU ORI G UPDATE, Q QUIT (? HELP, F2 MENU, F11 LOGOFF)

STEPS:

1. For running a Simplelnquiry (Sl) for a particular
Procurement Request (PR) return to the main menu as
above, enter mode<SI> and <B>in SEL and <ENTER>.

Note: Updates cannot be madeto PR’sin the SI mode, but can
go from this screen to a BU mode and enter data.

14



08/30/1999 01: 15PM PROM S PR OPEN Pl SB010I

ENTER PR #: 111111111 SUP #: __ CA #: MODE: SI SEL: B (MODE: ?=HELP, Q=QUI T)

STEPS:

1. Thisscreen iswherethe Procurement Request (PR) number
iIsentered. Enter PR number and <ENTER>. The PR
screen must be reached before data entry is possible from
this mode.

15



08/30/1999 01: 15PM PROM S PR OPEN Pl SB010I
PR #: 111111111 SUP #: CA #: DO #: TPA CODE: KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 EMER FLAG
DUMW PR FOR CLASS NEEDED: COORD: I NC FUND:
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP:
LAST UPDATE: 08/30/1999 13:03 ALLI SPS
SYN REL DT: EST SOL REL DT:
--- ACCOUNTI NG CODE ---- EXP FNDS COW TED $

1.
2.
3

EST $ .00 TOTAL

-~ MLESTONE ---- SCHEDULE RESCHED ACTUAL
1. PROC PKG COWPL
2. SOLICIT ISS
3. PROPOSAL RECVD
4. TECH EVAL CMPL
5. PRI CI NG CMPL
6. NEGOTI ATED

7. AWARD

ENTER PR #: o © ___ MODE: SI SEL: B (MODE: ?=HELP,

STEPS:

1. After hitting <Enter>, the Procurement Request (PR)
information can be viewed as above, but not changed.

16



08/30/1999 01: 20PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0000
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I'NC FUND: _
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP: _ _
LAST UPDT: 8/30/1999 13:03 ALLISPS
SYN REL DT: EST SOL REL DT:
- ACCOUNTI NG CODE ---- EXP FNDS

TOTAL CMID $: .
EST $: 000000000000. 00

-- MLESTONE -- RESCHD * ACTUAL STEP DATE - DESCRI PTI ON-
. PRCC PKG CMPL -

. SOLICIT I SSUE
. PROPOSAL RCVD
. TECH EVAL

. PRI CING RPT

. NEGOTI ATED

. AWARD -
| LBO60I MODE: BU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

STEPS:

1. Tomake desired changesto the Procurement Request (PR)
information, change modeto BU and hit <ENTER>. At this
point, changes can be madeto the PR information. These
changes ar e discussed fully in the Updated Fields portion of
the document.

17



08/30/1999 01: 20PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0000
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I NC FUND:
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP:
LAST UPDT: 8/30/1999 13:03 ALLISPS
SYN REL DT: EST SOL REL DT:
--- ACCOUNTI NG CODE ---- EXP FNDS COW TED $

1.
2.
3

TOTAL CMID $: .
EST $: 000000000000. 00

-- MLESTONE -- SCHED RESCHD * ACTUAL STEP DATE - DESCRI PTI ON-

1. PROC PKG CWMWPL

2. SOLICIT I SSUE

3. PROPCSAL RCVD

4. TECH EVAL

5

6

7

P

PRI CI NG RPT
NEGOTI ATED

. AWARD -
| LBO60I MODE: QU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

STEPS:

1. After updateiscomplete you may return to theinquiry
menu by entering a <Q> in mode and hit <ENTER>.

18



UPDATE FROM LIST INQUIRY

*** PROCUREMENT MANAGEMENT | NFORMATI ON SYSTEM * * *
ALLI SPS  ALLI SON PS 08/30/1999 13:38

DESCRI PTI ON SEL DESCRI PTI ON
PLANNED PROCUREMENTS
PROCUREMENT REQUEST OPEN
PROCUREMENT REQUEST CLOSED
PROCUREMENT REQUEST STATUS
CONTRACT OPEN
CONTRACT CLOSED
CONTRACT MOD OPEN
CONTRACT MOD CLOSED
PURCHASE ORDER OPEN
PURCHASE ORDER CLOSED
PR/ CONTRACT/ PO HI STORY
CONTRACT/ PURCHASE ORDER STATUS

= VENDORS (BY NAME OR AWARDS)
VENDOR PROFI LE

CREDI T CARD VENDOR LOOKUP
VENDOR SOURCES

SCOLI CI TATI ONS

BUYER/ MANAGER CODES

COMWODI TY CODES

TPA CODES

SECURI TY

DOCUMENTATI ON

SUPAR (UNI LATERAL ACTI ONS)
F. O B. FOR OPEN PURCHASE ORDERS

A
B
C
D
E
F
G
H
|
J
K
L

><§<C—|(n;UrO'UOZ§
[ T T T T T R TR TR T

MODE: LI
SEL: B

MODE: SI SIMPLE INQ LI LIST INQ DI DETAIL INQ LP LIST PRINT, DP DETAIL PRI NT
BU BUYER UPDATE, QU ORI G UPDATE, Q QUIT (? HELP, F2 MENU, F11 LOGOFF)

STEPS:

1. Thisfunction isavailablefor finding data within certain
criteria such as buyer code, Procurement Request (PR)
number and expiring funds. Thisfunction producesa list
with some criteria, but will not give the detail for each item
that you get under DI or SI mode.

19



PROM S PR OPEN: (ENTER VALUES | N DESI RED FI ELDS) 08/ 30/ 1999 01: 42PM

----THRU--- SORT = 1, 2,

PR/ SUP/ SPLI T NUMBER = - . 1/
CONTRACT/ PO NUMBER -

SYNOPSI S REL DATE

SCHED AWD DATE ( YYYYMVDD)
EMERGENCY FLAG

DATE- CREATED ( YYYYMVDD)

I T O O B B 4N}

TPA
DAYS (+) OR (-) SCHEDULE
PROGRAM CODE UPN/ SYS
ESTI MATED AMOUNT $

FED SUPPLY GROUP

CO- ORDI NATOR CODE

M DRANGE DI SP

LAST M LESTONE NUMBER =
EST SOLICI T REL DATE =
PR AGE =
EXPI RI NG FUNDS = _
PI LBO10I MODE: LI SEL: B (DI =DETAIL, LI=LIST, ?=HELP, BU=BUYER UPDATE, Q=QUIT)

The example above shows an inquiry that will begin alist by
buyer code and sorted by Procurement Request (PR) number.

STEPS:

1. enter Buyer-Code: <22-C>
2. enter SORT on PR & SUP NUMBER: <ENTER>

In order to sort datain the order that you would like for it
appear on thescreen or in areport, tab over totheright
column under “Sort” and enter the sorting order (1, 2, or 3).
Sorting will help you seethe data easier and if thereismore
that onethat fitsthe criteria, the data will belisted in
alpha/numeric order.

20



PI LBO20I PROM S PR OPEN 08/ 30/ 1999 01: 47PM
(' X OR ANY CHARACTER DI SPLAYS A FIELD)

- ACCOUNTI NG CODE 20 - EMERGENCY M5 STEP DATE (ALL)

- DATE( ALL) - EST $ TOTAL M5 STEP DESC (ALL)

- DATE (1) EST SOLI C REL DATE ORI G CODE

- DATE (2) EXPI RI NG FUNDS ORI G M5 DATE (ALL)

- DATE (3) FED SUP GROUP PR #

- DATE (4) | NC FUND PR AGE

- DATE (5) K/ PO PR LEAD TI ME

- DATE (6) LAB/ OFFI CE PR DESC (ALL)

- DATE (7) LAST CHANGED PR DESC (1)

- AHEAD/ BEHI ND SCD LAST MBS PROJ NEED DATE

x|
b I

X1

b N O I B I

BUYER CODE LAST M5 DATE RESCD MsS DATE( ALL)
BUYER NAME LAST M5 DESC RECD DATE

CA (SPLIT #) LAST M5 STEP REMARKS

CHANGED BY LAST MS STEP DATE SCHED AWARD DATE
CO- ORD CODE LAST M5 STEP DESC SUPPLEMENT #

CMID $ BY CODE M DRANGE DI SP SYNOPSI S REL DATE
CMID $ TOTAL MS # (ALL) TPA

DATE CREATED MS DESC (ALL) _ UPN

DELI VERY ORDER # MS STEP (ALL)

x|

b S -4 E I I |

MODE: LI SEL: B (DI =DETAI L, LI=LIST, BU=BUYER UPDATE, ?=HELP, Q=QUIT)

NOTES:
Screen displays assigned default fields from the PR.
Accept defaults or select desired fieldsand hit <ENTER>.

“X” any field that you would want to display on report or on
the screen.

The screen will only display 80 characters. When printing,
132 characterswill print.

21



08/30/1999 01: 51PM PROM S PR OPEN

EST TOTAL $ DESCRI PTI ON

111111111 - DUMW PR FOR CLASS
19EDC4839 - , . RETRACTABLE PI'N TOCOL
LOAD- DETECTI NG UPGRADE
1921C3723 -C , 000. REPLACEMENT VACUUM
SYSTEM FOR MARTI AN
SI MULATI ON CHAMBER
1921C4062 - , 500. TEMPERATURE/ HUM DI TY
CHAMBER
1921C4380 - , 050. LAB VACUUM M XER
1921C4633 - , 995. TEMPERATURE AND
HUM DI TY RECORDERS
1921C4694 - , 090. POTENTI OSTAT
1921C4729 - , 050. THERVAL SPRAY
REPLACEMENT PARTS
1921C4739 - , 700. PLASMA SPRAY ANCDES

PI LBO30I MODE: BU SEL: B ITEM # 1 (DI =DETAI L, LI=LIST, ?=HELP;, Q=QUIT)

The aboveisalisting of Procurement Request’s (PR) from
query on previous page.

STEPS:

1. Toview an individual PR and make changes, enter MODE:
<BU> <TAB> ITEM: <1> (theitem number of the PR)
and<ENTER> to view any PR/Item in the Buyer Update
mode.
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08/ 30/ 1999 01: 54PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0001
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I'NC FUND: _
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP:
LAST UPDT: 8/30/1999 13:03 ALLISPS
SYN REL DT: EST SOL REL DT:
--- ACCOUNTI NG CODE ---- EXP FNDS

1.
2.
3

TOTAL CMID $: .
EST $: 000000000000. 00

-- MLESTONE -- SCHED ACTUAL STEP DATE - DESCRI PTI ON-

1. PROC PKG CWPL

2. SOLICIT I SSUE

3. PROPCSAL RCVD

4. TECH EVAL

5

6

7

P

PRI CI NG RPT
NEGOT| ATED

. AWARD -

| LBO60I MODE: BU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

STEPS:

1. Makedesired changes and hit <ENTER> and changes will
be accepted.
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08/30/1999 01: 57PM PROM S PR OPEN

EST TOTAL $ DESCRI PTI ON

111111111 DUMW PR FOR CLASS
19EDC4839 22-C 23, 000. RETRACTABLE PI'N TOCOL
LOAD- DETECTI NG UPGRADE
1921C3723 22-C 29, 000. 00 REPLACEMENT VACUUM
SYSTEM FOR MARTI AN
SI MULATI ON CHAMBER
1921C4062 22-C 20, 500. 00 TEMPERATURE/ HUM DI TY
CHAMBER
1921C4380 22-C 18, 050. 00 LAB VACUUM M XER
1921C4633 22-C 3,995. 00 TEMPERATURE AND
HUM DI TY RECORDERS
1921C4694 22-C 27,090. 00 POTENTI OSTAT
1921C4729 22-C 3,050. 00 THERVAL SPRAY
REPLACEMENT PARTS
1921C4739 22-C 2,700.00 PLASMA SPRAY ANCDES

PI LBO30I MODE: LI SEL: B ITEM# 0O (DI =DETAI L, LI=LIST, ?=HELP, Q=QUIT)

NOTE:
Hitting <ENTER> bringsyou back tothe“L|” mode and

continuestheinquiry session starting with the updated
record.
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UPDATE FIELDS

08/30/1999 02: 01PM PROM S PR OPEN BUYER UPDATE OPTI ON | TEM #: 0000
PR #: 111111111 SUP #: CA #: DO #: 0O TPA CODE: __ KPO #:
BUYER: 22-C GLORIA COFFEY EXT: 9187 ORI G ABO1 I'NC FUND: _
DUMW PR FOR CLASS NEEDED: COORD: 0 EMER FLAG
CREATED: 08/30/1999 FED SUP: 0 HQ FLAG O
LEAD TI ME: 0 AGE: 0 M DRANGE DI SP: _ _
LAST UPDT: 8/30/1999 14:01 ALLISPS
SYN REL DT: EST SOL REL DT:
- ACCOUNTI NG CODE ---- EXP FNDS COW TED $
1. 928347239487239487239487 10, 000. 00
2.
3.

TOTAL CMID $: .
EST $: 000000010000. 00

-~ M LESTONE -- RESCHD * ACTUAL STEP DATE - DESCRI PTI ON

. PROC PKG CMPL -

. SOLICIT I SSUE

. PROPOSAL RCVD

. TECH EVAL

. PRICING RPT

. NEGOTI ATED

. AWARD -

| LBO60I MODE: BU SEL: B (MODE: BU=UPDATE, ?=HELP, Q=QUIT)

Thefollowing fields may be updated by buyer online thur
Buyer Update.

TPA CODE - TPA codes can be assigned in buyer update,
but once assigned, cannot be changed. You may submit an
1850-ato PROMIS Entry to assign or to reassign.

KPO # - Required for contract administration TPA’s (01,
02, 06) and must be a valid awar ded contract number.

BUYER CODE —May bereassigned. Oncethe assignment
Iscomplete only the current buyer may update therecord.

DESCRIPTION —Change as desired.
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* UPDATE FIEL DS (continued)

PR REMARKS—-Changeasdesired. Remarkswill be
printed on the Buyer Status Report.

EST $- Typethedesired numeric charactersover the
existing amount. Leading zeroesarerequired, Fifteen
gpacesarerequired to befilled in thisarea (counting the
decimal and the two zeros following the decimal. For
instance, $10,000.00 would be written as 000000010000.00).
Spaces, commas, or other alpha charactersare not
permitted.

MILESTONES — Rescheduled milestone dates may be
entered, however once you have determined a schedule the
computer will not update the schedule again. Y ou may
return to automatic scheduling by removing all the
asterisks, by spacing them out, next to the rescheduled
dates. All dates must be valid working days, in
MM/DD/YYYY format, and bein ascending order.

INTERIM MILESTONES - These dates are used to further
explain the PR schedule. Select the appropriate code and
enter avalid working day in MM/DD/YYYY format. Only
thelast Interim Milestone will appear on your Buyer Status
Report if that dateis after the last actual milestone date.
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PRINTING
REPORT MODE

Enter by placinga*“P” in the second position of the
MODE field and hitting <ENTER>.

THE REPORT WLL BE ROUTED TO THE REQUESTED SERVER AND PRI NTER

"F5' - RETURN TO CRI TERI A SELECTI ON
"F6' - RETURN TO FI ELD SELECTI ON

I F THE SERVER OR PRI NTER NAME | S BLANK OR | NVALI D
A W NDOW W LL BE DI SPLAYED REQUESTI NG PRI NTER SELECTI ON
BY BUI LDI NG & ROOM NUMBER

PLEASE ENTER SERVER NAME:
PRI NTER NAME:

* NOTE: DG & VAX PRI NTERS ARE NO LONGER SUPPORTED BY PROM S

This screen will appear with the last printer that you have
used. Thiscould beyour default printer, if not the following
steps will show you how to set up your default printer.

STEPS:

1. Clear both server and printer names as shown above and hit
<ENTER>.
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THE REPORT WLL BE ROUTED TO THE REQUESTED SERVER AND PRI NTER

Net print Upgrade Notification
MSFC is currently reviewing printer workload. 1In an effort to increase
printing efficiency, sone printers are being associated with new servers.
Your existing server/printer conbination has been reconfigured to a new
server. Please re-select your printer using the selection criteria on the

next screen. Once you have selected a valid printer and you have saved

it as your default, you will no |longer see this nessage. Thank you for

your assi stance.

(Press ENTER to continue)

STEPS:

1. Netprint Upgrade Natification, hit <ENTER>
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THE REPORT WLL BE ROUTED TO THE REQUESTED SERVER AND PRI NTER

PRESS ENTER TO CONFI RM .
Printer Selection Criteria

Press Enter to confirmprinter selection or change
any selection criteria to invoke change.

Search by: B[ B :Building or S :Server/ Node]
Ser ver/ Node: Bui | di ng: 4202

Printer Id: Room
Print dass: _

Printer |nfornmation:
Site 1d: 6200 Type:

Pl atform Font: L1SSTD1C
Printer Description:

PF1- - - PF2- - - PF3- - - PF4- - - PF5- - - PF6- - - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Hel p Prev Next

To set up printer by building and room number follow these
steps below.

STEPS:

1. Move cursor to Search By, enter <B> to search by building.

2. Move cursor to Building, enter building number and hit
<ENTER>.
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THE REPORT WLL BE ROUTED TO THE REQUESTED SERVER AND PRI NTER

Net work Printer Selection Menu
Mark the printer selection with an 'X and press <ENTER>.
Sel ection by: B[ B :Building S :Server/Node] Building: 4202
Room No:
Sel ection Server/Node Buil di ng Room Printer Description
_ PRT4202 4202 127 HP LaserJet 5 PS
MSFC- PRT1 4202 127 APPLE LASERWRI TER 16/ 600
PRT4202 4202 132A HP LASERJET 4050_PS
MSFCNWPRT1 4202 2ND TEKTRONI X PHASER ||| PXI
PRT4202 4202 200 LaserJet 5
PRT4202 4202 200A LaserJet 5
PRT4202 4202 202 Laser Jet
PRT4202 4202 203 Laser Jet
PRT4202 4202 205 Laser Jet
PRT4202 4202 207 Laser Jet

PF1- - - PF2- - - PF3- - - PF4- - - PF5- - - PF6- - - PF7- - - PF8- - - PF9- - - PF10- - PF11- - PF12- - -
Hel p Prev Next Up Down

This screen will show the printers listed by the building and
room number that was entered on previous screen.

STEPS:
1. Find room number, if not on first list of printers, scroll
down to the next list by using the F8 key.

2. Select printer by moving cursor, not mouse by the correct
printer and <ENTER>.
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THE REPORT WLL BE ROUTED TO THE REQUESTED SERVER AND PRI NTER

"F5' - RETURN TO CRI TERI A SELECTI ON
"F6' - RETURN TO FI ELD SELECTI ON

I F THE SERVER OR PRI NTER NAME | S BLANK OR | NVALI D
A W NDOW W LL BE DI SPLAYED REQUESTI NG PRI NTER SELECTI ON
BY BUI LDI NG & ROOM NUMBER

PLEASE ENTER SERVER NAME: PRT4202
PRI NTER NAME: 4202_207_A

* NOTE: DG & VAX PRI NTERS ARE NO LONGER SUPPORTED BY PROM S

ARE YOU SURE THE ABOVE | NFORMATI ON IS CORRECT (YES OR NO ? YES
DO YOU WANT TO MAKE THI' S YOUR NEW DEFAULT PRI NTER(Y/N)? YES

STEPS:

1. Theserver and printer name will appear in the proper
areas. If not correct, follow all previous stepsagain. |f
correct, enter “Yes'.

2. Enter “Yes’ if you want this printer to be your default
printer.

3. <ENTER>
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JOB SUCCESSFULLY SUBM TTED TO BATCH QUEUE

This message above will appear on you screen if all steps have
been followed and you report will print out on the printer you
just selected.

STEPS:

1. Hit <ENTER> to return to the previous selected screen.

SCREEN PRINTS
STEPS:

To print the screen that is on your monitor, select File at top of
screen and select PRINT SCREEN.
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HANDCARRIES

Unlessit isan Emergency PR, all handcarries should be
taken to Distribution/4202 RM 110. A copy ismade and
forwarded to PROMISfor entry into the system.
Emergency PR’s are brought directly to PROMIS Data
Entry Personnel. Thedataisentered, the PR isstamped,
and returned to thehandcarrier. Then the handcarrier
takesthe PR to the buyer.

All personnel using the hand carry method are
encour aged to process the paperwork through
Distribution before hand delivering to the negotiator.

The negotiator isresponsiblefor ensuring that entry has
been made on all handcarries by checking via PROMIS
on-lineor the Buyer Statusreport. Any omissions should
be forwarded immediately to PROMI S entry.

The entry backlog in PROMISiscleared on a daily basis.
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TIPS
Cursor Not Responding

If you can not get your computer to respond, it may be that
you have moved your cursor where there is not a field that
can be updated. You may see an “X” and a little figure in
the bottom left corner of your screen, if this happens hit the
<CTRL> button. This will remove the “X” and the little
figure and will allow your cursor to be moved again. Hit
your <TAB> button and the cursor will move to the next
closest field.

Moving Cursor thru Data Fields
To move around on the screen from field to field, use the
TAB key to get to the next field or Shift/Tab to move back to
the next available field.

Changing Screens
Always hit <ENTER> to get off that screen or go to the next
document. If you use the pause key or click on the “X” at
thetop of the screen or exiting, thiswill hang or lock up that
document up to an hour. This will prevent any one from
looking or updating that document or may blow up any
reportsthat may berunning at that time.

L ogging Off PROMI S
Log off from PROMIS properly by using your mouse and
click on “File’ at the top of the screen and click on “Exit”.
A box will appear and ask you if you want to Quit or
Resume this will insure that all functions will be closed

properly.




Numbering Sequence for Award Document L ookup

To look up contracts, grants and purchase orders, do not
use any spaces or dashes. When looking up grants the
format is as follows. NCC8-65: NCC008065 for grant or
cooper ative agreement with 2 digits at the end, add O's
where underlined, NCC8-165: NCC008165 for grant or
cooper ative agreement with 3 digits at the end, add O's
where underlined. NCC8-1165: NCC801165 for grant or
cooper ative agreement with 4 digits at the end, add O's
wher e underlined.
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